GUIDE FOR PLANNING OF SUNDAY WORSHIP SERVICE in the era of ZOOM
TIMELINE:  Key Completion/Communication Points
· Notify Adeline Bailey and Chris Keller of reflection speaker, title, content summary by Confluence deadline, which is the 18th of each month.  (e.g., For service in November, submit information by October 18)

· Provide pianist with the draft of the service two weeks before the service so there is  time to plan, to give feedback if changes seem wise, and to prepare.  
· Talk with technology team two weeks before the service to reconcile what is envisioned and what is technically possible.
· Provide Chris Keller AND the Worship Associate with the final draft of the service and the order of worship bulletin design ten days before the service.  (That is, by the Thursday of the week before the week of the service.)

Checklist for Planning of Sunday Worship Service
1.  Find out the theme of the year.

2. Line up a speaker or develop a reflection of about 20 minutes in length.  Get biographical information about the speaker.
3. Provide a title for the reflection, a short summary of its contents, and a short biographical statement about the speaker to Chris Keller and to Adeline Bailey.

4. Check to see whether special music is already scheduled (e.g., choir or guest musician).

5. Determine how many and which hymns will be included in the service and how (recorded, live, in sanctuary/via Zoom).

6. Communicate with pianist so music can be selected for prelude, offertory, and postlude.  To aid decision-making, provide title and summary of reflection, hymn choices, and description of any special music.

7. Communicate with Worship Associate about welcome statement and about possibility of taking responsibility for other components of service.

8. Select welcome song and determine who will lead it.

9. Select chalice lighting statement and determine how speaking and lighting will be performed.

10.   Determine approach to Time for All Ages and who will be responsible for that portion.

11.   Identify Sending Song and who will lead it.

12.   Determine procedure for Joys and Sorrows (e.g. Wheel of Life/candles and by whom).
13.   Identify closing words or benediction.

14.   Identify and provide recorded music for Gathering and for Sending Forth. Notify Ralph; he sometimes has ideas of his own.
15.   Arrange for payment of speaker as necessary.  

16.   Design order of service bulletin.  (Identify quotation, cover art, green tip.)

Usual Order of Service  - For Zoom services, the order and components vary much more.
Recorded Gathering Music

Welcome Song

Welcome by WA
Chalice Lighting

Prelude

Opening Hymn

Affirmation (or variation)
Time for All Ages

Sending Song

Wheel of Life/Joys and Sorrows

Special Music (if applicable)

Good Things to Know about FUUSM (e.g., Our Financial Health or Archive Moment)
Offertory

Hymn

Reflection

Closing Hymn

Closing Words/Benediction

Postlude

Announcements

Recorded Sending Forth Music

